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Introduction 

  

Overview  Welcome to your EAGLSSM   training.   
EAGLS is a secure, web-based expense management tool that allows 
you to quickly and easily manage your Bank of America Card Program.  
Save time and reduce paperwork by submitting expense reports, 
performing administrative and accounting tasks online with EAGLS.   
EAGLS gives you the automated reporting tools you need for managing 
and reducing your expenses, analyzing program activities and presenting 
program results. 

  

  
Training 
Topics  

The following topics are included in this training:  

• EAGLS Log On 

• EAGLS Main Menu Overview  

• EAGLS Main Menu Job Aid 

• Change Password 

• Switch Role 

• Switch Account 

• Switch Hierarchy 

• Replacement Card Request  

• Change Credit Limit 

• Change Account Status  

• View Transaction Details 

• Transaction Reallocation 

• Transaction Reallocation - Browse Functionality  

• Dispute a Transaction 

• EAGLS Log Off  
  

 Continued on next page 
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Introduction, continued  

  
Training 
Note 

As you progress through this training, use the bold, italicized action 
steps as your guide.   
This training assumes basic, general knowledge of website usage and 
online systems. 
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EAGLS Log On  

  

Step 1 EAGLS is a Bank of America website that is accessed using your internet 
browser.     
You will need an EAGLS User Id and password to log on to EAGLS.   

  

  

Step 1 
Action(s)  

To log on to EAGLS:   
 

 Double left-click on the Internet Explorer button or the Netscape 
Navigator button on your desktop to open your internet browser. 

 Enter the following URL in the address field:  
http://www.EAGLS.bankofamerica.com.   
 

 Depress Enter.   
 

Note:  You may wish to add the EAGLS URL to your Favorites. 

  

 Continued on next page 
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EAGLS Log On, continued 

  

Step 2 A Security Alert screen displays.   
This screen offers you the option of skipping this alert screen in the 
future.   

  
  

 
 

  

  

Step 2 
Actions(s)  

 If desired, click in the checkbox to skip this alert screen in the 
future. 

 Click OK.   
 
 Continued on next page 
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EAGLS Log On, continued 

  

Step 3 EAGLS displays the Sign In Screen.   
  

  

 

 

 

 

 

 

 

 

 

 

 

  

 The sign in screen is used to enter your User ID and Password.   

• Your User ID is provided to you by your Program Administrator.   

• The first time you log on to EAGLS, use the generic password 
provided to you.  EAGLS then prompts you to change your 
password.   

 
Password Rules:    

• Passwords are 8 characters, alphabetic and numeric.   
• Passwords cannot contain consecutive repeating characters.  
• Passwords expire every 120 days. 
• A password can be reused providing it is not one of the last five 

passwords used.      
  

 Continued on next page 
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EAGLS Log On, continued 

  

Step 3 
Continued 

EAGLS allows three (3) unsuccessful User ID and/or Password attempts 
before access is denied.   
If access is denied, contact your Program Administrator and ask for your 
password to be reset. 

  

  

  

  

Step 3 
Action(s) 

On the EAGLS Sign In screen:  

 Enter your User ID  
 Enter your Password.  
 Click on SUBMIT. 

  
 Continued on next page 
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EAGLS Log On, continued 

  

Step 4 The EAGLS Main Menu displays and you are now logged on to EAGLS.  
The EAGLS Main Menu is used to access the various applications within 
EAGLS.  The menu selections may vary depending upon how the 
Program Administrator set up your account in the system. 
 
Note:  EAGLS automatically logs off if there is no use or entry within 15 
minutes.   
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EAGLES Main Menu  

  

 Overview  The EAGLS Main Menu lists menu options down the left side of the 
screen.  Each of these menu options provides additional submenus.   
 
The Job Aid on the following page provides an overview of each of the 
menu and sub-menu options.   
 
The EAGLS menu options presented to each user depend upon that 
individual person’s User Profile.  Your options may not include all of 
the options presented on the Job Aid.  
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EAGLES Menu Job Aid 

Select this menu option:  To perform this task: 

Inquiry  View Authorization Controls 

Cost Allocation 

Foreign Currency 

Individual Account 

Relationship Profile 

User Profile 

Maintenance Change your password 

Cost Allocation 

Foreign Currency 

Individual Account 

User Profile 

Session Preferences  Switch Account 

Switch Hierarchy 

Switch Role 

Set Up  Cost Allocation 

Foreign Currency 

User Profile 

Transactions Central Account Current Activity 

Central Account Statement 

Individual Account Current Activity 

Individual Account Statements 

Reallocation 

Review Transaction Detail 

Expense Reporting  Electronic Expense Reporting 

Reallocation 

Reports Feature  Produce standard reports 

Extract report data to an electronic format 

Log Off  
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Change Password  

  

Step 1  The first time you log on to EAGLS you are prompted to change your 
password.  The prompts provide you with the steps necessary to change 
your password for the first time.  
Passwords expire every 120 days.  A Change Password Reminder 
displays 7 days before your password’s expiration date.   
Passwords must adhere to the password rules:    

• Passwords are 8 characters, alphabetic and numeric.   
• Passwords cannot contain consecutive repeating characters.  
• Passwords expire every 120 days. 
• A password can be re-used providing it is not one of the last five 

(5) passwords used.      
  

 

 

  

  

Step 1 
Action(s) 

From the EAGLS menu: 
 Click on Maintenance. 
 Click on Change Password. 

  

 Continued on next page 
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Change Password, continued  

  
Step 2  The Change Password screen displays.  This screen prompts you to 

enter your current password, your new password, and your new 
password again as confirmation.   

  
 

 
  

  

Step 2  
Actions(s)  

 Type your old password into the Old Password field.  
 Type your new password in the New Password field. 
 Retype the password in the Re-enter New Password field.   
 Click on SUBMIT. 

 
 Continued on next page 
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Change Password, continued  

  
Step 3 The Password Confirmation displays, indicating that your password was 

successfully changed.  
  
 

 
  

  

Step 3 
Actions(s)  

 Click on OK. 

 
  
Step 4 EAGLS displays Main Menu displays.  Your password is changed.   
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Switch Role  

  
Step 1  The EAGLS functionality available to a user depends upon the role 

assigned to that user.  Each user is assigned at least one role within 
EAGLS.  
The role you are assigned determines the screens you are authorized 
to access and the tasks you are authorized to perform.   
 
Some people within the organization may perform more than one role. 
For example, a person may be an Account Holder as well as a Program 
Administrator.  If this user signed on to EAGLS as an Account Holder, 
and then wants to perform a program Administration function, the user 
must switch roles.  

  
 

 
  

  

Step 1 
Action(s)  

From the EAGLS main menu,  
 Click on Session Preferences. 
 Click on Switch Role. 

  

 Continued on next page 
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Switch Role, continued  

  

Step 2  EAGLS displays the Switch Role screen.  
The Switch Role screen provides the following options: 

• Current Session Only - This option allows you to view information 
on the new role only for the current session. 

• Default (Future Sessions Only) - This option allows you to initiate a 
new default role the next time you log into EAGLS. 

• Both (Current and Future Sessions) - This option allows you to 
view information on a new role during the current session as well 
as allow you to initiate a new default role the next time you log into 
EAGLS. 

  

 

 

  

  

Step 2 
Action(s)  
 

 Select a role from the drop-down list. 
 Click on one of the following session options:   

• Current Session Only 

• Default 
• Both 

 Click on SUBMIT.   
  

 Continued on next page 
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Switch Role, continued  

  

Step 3 EAGLS displays the Switch Role Confirmation screen. 
  

 

 

  

  

Step 3 
Action(s) 

 Click OK.   

  

 Continued on next page 
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Switch Role, continued 

  

Step 4  EAGLS returns to the Main Menu.   
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Switch Account  

  
Step 1  Some of the EAGLS users within an organization may have more than 

one card account.  For example, an EAGLS user may be the account 
holder on both a Commercial Card account and a Purchasing Card 
account.   
 
The Switch Account function is used to switch access from the default 
account to the other account(s) assigned to a user.   

  
 

 
 

  

  

Step 1 
Action(s)  

From the EAGLS main menu,  
 Click on Session Preferences. 
 Click on Switch Account. 

  

 Continued on next page 
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Switch Account, continued  

  

Step 2  EAGLS displays the Switch Account screen.  
The Switch Role provides the following options: 

• Current Session Only - This option allows you to view information 
on the new account only for the current session. 

• Default (Future Sessions Only) - This option allows you to initiate a 
new default account the next time you log into EAGLS. 

• Both (Current and Future Sessions) - This option allows you to 
view information on a new account during the current session as 
well as allow you to initiate a new default account  the next time 
you log into EAGLS. 

  

 

 

  

  

Step 2 
Action(s)  
 

 Select an account from the drop-down list. 
 Click on one of the following session options:   

• Current Session Only 

• Default 
• Both 

 Click on SUBMIT.   
  

 Continued on next page 
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Switch Account, continued  

  

Step 3 EAGLS displays the Switch Account Confirmation screen.  
  

 

 

  

  

Step 3 
Action(s) 

 Click OK.   

  

 Continued on next page 
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Switch Account, continued 

  

Step 4  EAGLS returns to the Main Menu.   
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Switch Hierarchy  

  
Step 1 Access to hierarchies is established when a user’s profile is setup in 

EAGLS.  
 
Some users may have access to more than one hierarchy within 
EAGLS.  For example, a user may have access to accounts in the 
Accounting Department as well as accounts in the Finance Department. 
  
The Switch Hierarchy function allows this user to access both 
hierarchies.   

  
 

 
  

  

Step 1 
Action(s)  

From the EAGLS menu,  
 Click on Session Preferences. 
 Click on Switch Hierarchy. 

  

 Continued on next page 
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Switch Hierarchy, continued  

  

Step 2  The Switch Hierarchy screen displays.   
The Switch Hierarchy screen offers the following options: 

• Current Session Only - this option allows you to view information 
on the new hierarchy for the current session. 

• Default (Future Sessions Only) - This option allows you to initiate a 
new default hierarchy the next time you log into EAGLS. 

• Both (Current and Future Sessions) - This option allows you to 
view information on a new hierarchy and the new role will default 
the next time you log into EAGLS. 

  

 

 

  

 Continued on next page 
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Switch Hierarchy, continued  

  

Step 2 
Action(s)  
 

 Select a new hierarchy from the New Choices listing. 
 Click on one of the session options:   

• Current Session Only 
• Default 

• Both 
 Click on SUBMIT.   

  

 Continued on next page 
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Switch Hierarchy, continued  

  

Step 3 EAGLS displays the Switch Hierarchy Confirmation screen. 
  

 

 

  

  

Step 3 
Action(s) 

 Click OK.   

  

 Continued on next page 
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Switch Hierarchy, continued 

  

Step 4  EAGLS returns to the Main Menu.   
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Replacement Card Request 

  

Step 1 The Replacement Card Request procedure is used to replace a damaged 
or unusable card on an account.   
In order to request a replacement card, the account must be a current, 
open, existing account with no past due conditions. The account cannot 
be expired.  Only one replacement card request per day per individual 
account is allowed. 
 
Note:  Please do not use this procedure to replace a lost or stolen 
card.  Follow existing procedures for handling lost/stolen cards.   

  

 

 

  

  

Step 1 
Action(s) 

From the EAGLS menu: 
 Click on Maintenance. 
 Click on Replacement Card Request.  

  

 Continued on next page 
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Replacement Card Request, continued 

  
Step 2 EAGLS displays the Account Search screen.   

This screen is used to search for the appropriate account.   
  
 

 

  

  
Step 2 
Action(s) 

On the Account Search screen: 
 Enter the account number.   
 Click on SUBMIT.  

  

 Continued on next page 

EAGLS System   
Customer Training Guide  

Page 27 
October 2003

 



Replacement Card Request, continued 

  

Step 3 EAGLS displays the Replacement Card Request Maintenance screen.   
This screen is used to provide instructions for the replacement card, 
including delivery options and alternate delivery address information.   

• The delivery options for the replacement card include:  USPS (postal 
service), overnight and 2-day express.  A delivery fee is charged on 
cards sent overnight and 2-day express.   

• An alternate delivery address is required on an account with a P.O. 
Box (post office box) address when express delivery is selected.  The 
alternate address may not be a P.O. Box. 

  

 

 

  

 Continued on next page 
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Replacement Card Request, continued 

  

Step 3 
Action(s) 

In the Replacement Card Delivery section: 
 Select the delivery method from the drop down menu.  
 Select YES or NO at the question: “Would you like your cards 

shipped to an alternate address?” 

• Select YES if the replacement card is to be delivered to an 
alternate address (an address other than the address on 
the account)  
OR  

• Select NO if the replacement card will be sent to the 
address currently on the account.     

 If you selected YES for an Alternate Address, complete the 
Alternate Shipping Address Information Section of the page. 

 Click on SUBMIT.   
  

 Continued on next page 
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Replacement Card Request, continued 

  
Step 4 The Replacement Card Request Confirmation screen displays. 

 
 

 
  

  
Step 4 
Action(s) 

 Click OK. 

  

 Continued on next page 
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Replacement Card Request, continued 

  
Step 5 EAGLS displays the Main Menu. 
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Change Credit Limit  

  

Step 1 This procedure is used to change the credit limit on an individual account.
The credit limit cannot exceed $99,999,999,999.   
The requested credit limit cannot be greater than the credit limit on the 
associated Corporate Account.   

  

 

 

  

  

Step 1 
Action(s) 

From the EAGLS main menu: 
 Click on Maintenance. 
 Click on Change Credit Limit.  

  

 Continued on next page 

EAGLS System   
Customer Training Guide  

Page 32 
October 2003

 



Change Credit Limit, continued 

  
Step 2 The Account Search screen displays.   

This screen is used to search for the appropriate account.   
  
 

 

  

  
Step 2 
Action(s) 

On the Account Search screen: 
 Enter the account number, or the name and hierarchy.  
 Click on SUBMIT.  

  

 Continued on next page 
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Change Credit Limit, continued 

  

Step 3 The Credit Limit Maintenance screen displays.   
This screen is used to enter the new credit limit amount for the account.  

  

 

 

  

  

Step 3 
Action(s) 

In the Credit Limit Information section 
 Enter the new credit limit amount.  
 Click on FINISHED.   

  

 Continued on next page 
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Change Credit Limit, continued 

  
Step 4 The Credit Limit Confirmation screen displays. 
  
 

 
  

  
Step 4 
Action(s) 

 Click OK. 
 

  
 Continued on next page 
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Change Credit Limit, continued 

  
Step 5 EAGLS displays the main menu. 
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Change Account Status  

  

Step 1 The Change Account Status procedure is used to:  

• Change the status of an “Open” account to “Voluntarily Closed”, and 

• Change the status of a “Voluntarily Closed” account to “Open”.  
 
Only the Account Holder and Delegated Administrator are authorized to 
close an account.  Program Administrators, Program Coordinators and 
Supervisors are authorized to re-open voluntarily closed accounts.   
 
Note:  Please do not use this function to close an account when a 
card has been lost or stolen. Follow existing procedures for handling 
lost/stolen cards.   

  

 

 

  

  

Step 1 
Action(s) 

From the EAGLS menu: 
 Click on Maintenance. 
 Click on Change Account Status.  

  

 Continued on next page 
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Change Account Status, continued 

  
Step 2 EAGLS displays the Account Search screen.   

This screen is used to search for the appropriate account.   
  
 

 

  

  
Step 2 
Action(s) 

On the Account Search screen: 
 Enter the account number, or name and hierarchy. 
 Click on SUBMIT.  

  

 Continued on next page 
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Change Account Status, continued 

  

Step 3 The Change Account Status Maintenance screen displays.     
The current status of the account displays at the bottom of the screen.  
The user selects the new account status from the New Status drop down 
menu.  

  

 

 

  

  

Step 3 
Action(s) 

In the Status Information section:  
 Select the new status from the drop down menu.   
 Click on SUBMIT.   

  

 Continued on next page 
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Change Account Status, continued 

  
Step 4 The Change Account Status Confirmation screen displays. 
  
 

 
  

  
Step 4 
Action(s) 

 Click on OK. 

  

 Continued on next page 
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Change Account Status, continued 

  
Step 5 EAGLS displays the main menu. 
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View Transaction Details  

  

Step 1  The View Transaction Details procedure is used to review the details of 
individual card transactions that have posted to an account. 
Transactions appear in chronological order by posting date (newest to 
oldest). 
You may select either current transactions (those that have posted 
since the last statement) or transactions that posted on a previous 
statement.   
This training illustrates how to view current transaction details.  

  

 

 

  

  

Step 1 
Action(s) 

On the EAGLS Main Menu:  
 Click on Transaction Information. 
 Click on Individual Account Current Transactions. 
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View Transaction Details, continued 

  
Step 2 EAGLS displays the Account Search screen.   

This screen is used to search for the appropriate account.   
  
 

 

  

  
Step 2 
Action(s) 

On the Account Search screen: 
 Enter the account number, or the name and hierarchy.    
 Click on SUBMIT.  

  

 Continued on next page 
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View Transaction Details, continued 

  
Step 3 EAGLS displays the Individual Account Current Transactions screen.   

This screen provides an account summary and also provides two 
hyperlinks at the bottom of the screen:  

• Individual Account Activity, and 

• Disputed Transaction Information.   
  
 

 

  

  
Step 3 
Action(s) 

 Click on View Individual Account Activity hyperlink.  

  

 Continued on next page 
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View Transaction Details, continued 

  
Step 4 The Individual Account Current Transaction Activity screen displays.  

This screen provides general information about each individual 
transaction.   
 
There are four possible options that can be selected for any transaction:  

• REALLOCATE - Allows the user to reallocate a transaction to 
another Cost Center or General Ledger Account.  

• DETAILS - Provides specific details about a transaction.   

• DISPUTE - Allows the user to dispute a transaction.  

• REQUEST SALES DRAFT - Allows the user to request a copy of 
the sales draft for a transaction. .  

  
 

 

  

  
Step 4 
Action(s) 

 Review each transaction.   
 Click on the DETAILS button to obtain additional information.    

  

 Continued on next page 
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View Transaction Details, continued 

  
Step 5 EAGLS displays the Transaction Detail screen, which provides specific 

information about individual transactions.    
There are four versions of this screen, depending upon the type of 
transaction being reviewed:   

• Travel 

• Lodging 

• Car Rental 

• Purchasing 
  
 

 
  

 Continued on next page 

 
EAGLS System   
Customer Training Guide  

Page 46 
October 2003

 



View Transaction Details, continued 

  
Step 5 
Action(s) 

 Review the details presented. 
 Click on OK.   

  

 Continued on next page 
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View Transaction Details, continued 

  
Step 6 EAGLS returns to the Individual Account Current Transactions Activity 

screen.   
  
 

 
  

  

Step 6 
Action(s) 

 Click on the REVIEWED check box to indicate an individual 
transaction is a valid, undisputed item. 

OR  
 Click on the REVIEWED ALL check box to indicate all 

transactions are valid, undisputed items.  
 Click on OK.   

  
 Continued on next page 
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View Transaction Details, continued 

  
Step 7 The Individual Account Current Transactions screen displays. 
  
 

 
  

  
Step 7 
Action(s) 

 Click OK. 

  

 Continued on next page 
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View Transaction Details, continued 
 

  
Step 8 EAGLS displays the main menu. 
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Transaction Reallocation  

  

Introduction  The Transaction Reallocation procedure consists of two sections:  

• Transaction Reallocation 

• Transaction Reallocation - Browse Functionality 
 
The first section, Transaction Reallocation, teaches how to reallocate a 
transaction when the user knows the Cost Center and the General 
Ledger Account to which a transaction is to be reallocated.  
 
The second section, Browse Functionality, teaches how to reallocate a 
transaction when the user does not know the Cost Center and the 
General Ledger Account to which a transaction is to be allocated.   

  

  

Overview  Each transaction made on a Corporate Card account is assigned to the 
cardholder’s default Cost Center Type, Cost Center, and/or General 
Ledger Account.        
The Transaction Reallocation procedure is used when Corporate Card 
transactions are to be charged to one or more other Cost Center(s) 
and/or General Ledger account(s).  Refer to your internal policies to 
determine when to use the reallocation procedure. 
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Transaction Reallocation, continued    

  

Step 1 The Transaction Reallocation process begins on the EAGLS Main Menu 
screen.   
On this screen, select the type of account and/or statement you wish to 
review and reallocate.  Reallocation can be performed from any of the 
following four sub-menu options: 

• Central Account Statement 

• Individual Account Statement 

• Central Account Current Transactions 

• Individual Account Current Transactions 
 
Note:  This training illustrates the procedure using the Individual Account 
Statement option.  

  

 

 
  

  
Step 1 
Action(s) 

  On the EAGLS Main Menu, click on Transaction Information.  
 From the sub-menu, select Individual Account Statement.   

  

 Continued on next page 
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Transaction Reallocation, continued    

  

Step 2   EAGLS displays the Account Search screen.      
The Account Search screen is used to search for an account by either 
the account number, or by name and hierarchy.   

  
 

 
  

  
Step 2 
Action(s) 

 Enter either the account number OR the name and hierarchy.   
 Click on SUBMIT. 

  

 Continued on next page 
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Transaction Reallocation, continued    

  

Step 3 EAGLS presents the Individual Account Statement screen for the 
desired account.    

Note:  If one of the other options was selected in Step 1, the 
appropriate screen will display instead: 

• Central Account Statement. 

• Central Account Current Transactions 

• Individual Account Current Transactions 
 
The Individual Account Statement screen provides a summary of the 
activity on the account.  A hyperlink is presented at the bottom of the 
screen.  This hyperlink provides the individual details of the activity on 
the account.     

  

 

 
  

  

Step 3 
Action(s)   

 Click on View Individual Account Activity hyperlink.    

  

 Continued on next page 
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Transaction Reallocation, continued    

  
Step 4 EAGLS displays the Individual Account Transaction Activity screen. 

This screen details the activity on the account, with the most recent 
transactions at the top.  
Review each transaction to determine if the default Cost Center and 
General Ledger account for each transaction are correct.  If not, the 
transaction requires reallocation.   
Note:  If you have Expense Reporting (EXPRES), the REALLOCATE 
button will not display since reallocation is performed through the 
Expense Reporting application. 

  

 

 
  

  
Step 4 
Action(s) 

 Review each transaction to identify which transactions are to be 
reallocated. 

 Click on REALLOCATE to the right of the desired transaction. 
  

 Continued on next page 
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Transaction Reallocation, continued    

  
Step 5 EAGLS displays the Reallocate Transaction screen.   

This screen is used to reallocate a transaction to another Cost Center 
and General Ledger (G/L) account.   
The total amount of the transaction must be reallocated.  
In some cases, a transaction is reallocated to more than one other cost 
Center or G/L account.    
To reallocate a portion of a transaction to another Cost Center and/or G/L 
Account, click on the NEW LINE button.  The New Line button presents a 
second set of fields which are used to enter the information for a second 
Cost Center and G/L Account.   

  
 

 
  

 Continued on next page 
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Transaction Reallocation, continued    

  
Step 5 
(Action(s) 

Important Note:  If either the Cost Center or the G/L Account is 
unknown, please refer to the Browse Functionality procedure.   

  

  
 To reallocate a transaction to a known Cost Center and G/L Account:  

 Select the Cost Center Type from the drop down menu.   
 Enter the new Cost Center. 
 Enter the new G/L account. 
 Enter the amount of the reallocation.  

Note:  If the amount entered is different from the amount of the 
transaction, use the NEW LINE steps outlined below to reallocate the 
remainder of the transaction. 

 Enter the reallocation description.   
  

  
 To reallocate a transaction to more than one Cost Center or G/L 

account:   

 Click on NEW LINE. 
 Enter the appropriate date in the following fields: Cost Center 

Type, Cost Center, G/L Account, the amount to be reallocated, 
and the reallocation description. 

 Repeat until the entire transaction has been reallocated.   
  

  

 When the entire amount of the transaction has been reallocated:   
 Click on SUBMIT. 

 
 Continued on next page 
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Transaction Reallocation, continued    

  
Step 6  The Reallocate Transactions Confirmation screen displays.   

  
 

 

  

  

Step 6  
Action(s) 

  Click OK.   
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Transaction Reallocation, continued    

  
Step 7 EAGLS returns to the Individual Account Transaction Activity screen.  

The transaction reallocation is now complete.   
Once the transaction has been reallocated, indicate that the transaction 
has been reviewed by clicking on the REVIEWED check box.   

  
 

 
  

  
Step 7 
Action(s)  

 Click in the REVIEWED check box next to the reallocated 
transaction.   
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Transaction Reallocation, continued    

  
Step 8 Continue to review transactions and identify those which require 

reallocation.  
To reallocate additional transactions, scroll to the appropriate transaction 
and click on the REALLOCATE button.   

  
 

 
  

  
Step 8 
Action 

When all transactions have been reallocated:  
 Click OK.   

EAGLS returns to the Individual Account Statement screen. 
 

 Click OK.  
EAGLS returns to the EAGLS Main Menu.  
The Transaction Reallocation process is now complete.   
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Transaction Reallocation - Browse Functionality   

  

Overview  Browse Functionality is used when the cardholder does not know the 
Cost Center and / or the General Ledger (G/L) Account to which a 
transaction is to be reallocated.   
The Browse function allows the user to enter a description or a partial 
account number; EAGLS then browses, or searches, the database for 
the correct Cost Center or G/L Account.   
 
Note:  Please review the Transaction Reallocation procedure in 
detail prior to reviewing the Browse Functionality procedure 
presented here.  

  

  
Steps 1-4 Refer to Steps 1-4 of the Transaction Reallocation Procedure.   

Steps 1-4 of the Browse Functionality are identical to Steps 1-4 of the 
Transaction Reallocation procedure.   

  
  
Step 1 -4 
Action(s) 

 On the Main Menu, click on Transaction Information.  
 From the sub-menu, select Individual Account Statement.   
 On the Account Search screen, enter either the account number 

OR the name and hierarchy and click on SUBMIT. 
 On the Individual Account Transaction Activity screen, click on 

View Individual Account Activity hyperlink.  
 Review each transaction to identify which transactions are to be 

reallocated. 
 Click on REALLOCATE to the right of the desired transaction.  
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Transaction Reallocation - Browse Functionality, continued   

  
Step 5 EAGLS displays the Reallocation Transaction screen.   

On this screen, the user enters the Cost Center and General Ledger 
information for the reallocation, if they are known.   
However, if this information is not known, the user must browse, or 
search, the EAGLS database for the correct information.   
The Browse functionality is available for two entries:  the Cost Center and 
the General Ledger account.  The user may select either function, or 
both.   

  
 

 
 
 
Step 5  
Action(s) 

 To search for a Cost Center account:   
 Click the BROWSE button next to the Cost Center field.   

 
 Continued on next page 
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Transaction Reallocation - Browse Functionality, continued   

  
Step 6 The Cost Center Browse screen displays.  This screen presents two 

search methods:   

• Browse by the Cost Center Number, or 

• Browse by Cost Center Description. 
  
 

 
  

  
Step 6 
Action(s) 

 Click on the radio button next to the desired search method. 
 If the Cost Center Number field is selected:  

• Enter the first three characters of the cost center, OR  
• Enter three (3) percentage symbols (%%%) to initiate a search. 

 If the Cost Center Description field button is selected, enter the 
Cost Center Description 

 Click on SEARCH.   
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Transaction Reallocation - Browse Functionality, continued   

  
Step 7 The Cost Center Search Results screen displays, which may present 

more than one possible option.   
Review the options presented and identify the correct Cost Center entry.  

 
 

 
 
 
Step 7 
Actions(s) 

 Click on the desired Cost Center.   
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Transaction Reallocation - Browse Functionality, continued   

  
Step 8 EAGLS returns to the Reallocate Transaction screen with the new Cost 

Center populated. 
 
 

 
  

Step 8 
Actions(s) 

To search for a General Ledger (G/L) account:   
 Click the BROWSE button next to the G/L account field.   

  

 Continued on next page 
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Transaction Reallocation  - Browse Functionality, continued   

  
Step 9 The General Ledger Account Search screen displays. 

This screen presents two search methods:   

• Browse by the GL Account Number, or 

• Browse by Description.  
 
 

 
  
  
Step 9 
Action(s) 

 Click on the radio button next to the desired search method. 
 If the G/L Account Number field is selected:  

• Enter the first three characters of the G/L Account  OR  
• Enter three (3) percentage symbols (%%%) to initiate a search. 

 If the G/L Description field button is selected, enter the G/L 
Description.  

 Click on SEARCH.   
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Transaction Reallocation - Browse Functionality, continued   

  
Step 10 The General Ledger Search Results screen displays, which may present 

more than one possible option.   
Review the options presented and identify the correct G/L entry. 

  
 

 
  

  
Step 10 
Action(s) 

 Click on the desired G/L Account. 

  
 Continued on next page 

 
 

EAGLS System   
Customer Training Guide  

Page 67 
October 2003

 



Transaction Reallocation - Browse Functionality, continued   

  
Step 11 EAGLS returns to the Reallocate Transaction screen with the new 

General Ledger account number populated. 
  
 

 
  

  
Step 11 
Action(s)  

 Click on SUBMIT. 

  

 Continued on next page 
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Transaction Reallocation - Browse Functionality, continued    

  
Step 12  The Reallocate Transactions Confirmation screen displays.   

  
 

 

  

  

Step 12 
Action(s) 

  Click OK.   
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Transaction Reallocation - Browse Functionality, continued    

  
Step 13 EAGLS returns to the Individual Account Transaction Activity screen.  

The transaction reallocation is now complete.   
Once the transaction has been reallocated, indicate that the transaction 
has been reviewed by clicking on the REVIEWED check box.   

  
 

 
  

  
Step 13 
Action(s)  

 Click on the Reviewed check box next to the reallocated 
transaction.   
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Transaction Reallocation - Browse Functionality, continued    

  
Step 14 To reallocate additional transactions, scroll to the appropriate transaction 

to begin the Reallocation process again.   
  
 

 
  

  
Step 14 
Action(s) 

When all transactions have been reallocated:  
 Click OK.   

EAGLS returns to the Individual Account Statement screen. 
 

 Click OK.  
EAGLS returns to the EAGLS Main Menu.  
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Dispute a Transaction  

  

Overview  The Dispute Transaction procedure is used by the Account Holder to 
initiate a dispute on a transaction.   
Disputes may be submitted through EAGLS within 60 days of the 
statement date.   
A transaction cannot be disputed more than once through EAGLS.   
If a sales draft has been requested for a specific transaction, the 
transaction cannot be disputed through EAGLS; the dispute must be 
handled through company level support. 
 
Note:  Only the Cardholder may initiate a dispute on a transaction.  
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Dispute a Transaction, continued 

  

Step 1 Disputes can be performed from the: 

• Individual Account Statement  

• Individual Account Current Transactions screen   
 
Disputes cannot be performed from: 

• The Central Account Statement or  

• The Central Account Current Transactions screen.   
  

  

Step 1 
Action(s) 

  On the Main Menu, click on Transaction Information.  
 From the sub-menu, select Individual Account Statement OR 

Individual Account Current Transactions.     
 

 
  

 Continued on next page 
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Dispute a Transaction, continued 

  

Step 2 EAGLS displays the Individual Account Current Transactions Screen OR 
the Individual Account Statement screen.  
Notice that the Individual Account Statement screen provides a drop 
down menu.  Use this menu to select the statement on which the 
disputed transaction(s) appear(s).   

  

 

 

  

 Continued on next page 
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Dispute a Transaction, continued 

  

Step 2 
Action(s)  

On the Individual Account Statement screen: 
 Select the appropriate Statement Date.  
 Click on View Individual Account Activity. 

 
On the Individual Account Current Transactions screen: 

 Click on View Individual Account Current Activity. 
  

 Continued on next page 
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Dispute a Transaction, continued 

  

Step 3  EAGLS displays the appropriate screen, either: 

• Individual Account Transaction Activity screen 
OR 

• Individual Account Current Transaction Activity screen.   
  

 

 

  

  

Step 3 
Action(s)  

On the Individual Account (Current) Transaction Activity Screen:  
 Scroll through transactions using scroll bars and NEXT button.    
 Locate the transaction to be disputed. 
 Click on the “Dispute” button.  
 Click OK. 

  

 Continued on next page 
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Dispute a Transaction, continued 

  

Step 4  EAGLS displays the Cardholder Statement of Disputed Item Screen.   
  

 

 

  

 Continued on next page 
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Dispute a Transaction, continued 

  

Step 4 
Action(s)  

On the Cardholder Statement of Disputed Item screen: 
 Enter the Account Holder’s daytime phone number.   
 Complete the “Disputed Amount” field.   
 Select the appropriate dispute reason from the list provided.   
 Make data entries for the dispute reason, if appropriate (dates, 

transaction amounts). 
 Click on SUBMIT. 
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Dispute a Transaction, continued 

  

Step 5 EAGLS displays the Cardholder Statement of Disputed Items: Comments 
screen if one of the following dispute reasons was selected: 

• Merchandise or Services Not Received 

• Recurring Charge Already Paid 

• Other 
 
For other dispute reasons, skip to Step 6. 

  

 

 

  

  

Step 5 
Action(s)  

On the Comments Screen: 
 Describe the dispute details in the Comments section. 
 Click on SUBMIT. 
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Dispute a Transaction, continued 

  

Step 6 EAGLS displays the Dispute Confirmation Screen.  
The transaction has been successfully submitted for dispute.    

  

 

 

  

  

Step 6 
Action(s)  

On the Dispute Confirmation Screen: 
 Click OK.     
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Dispute a Transaction, continued 

  

Step 7 EAGLS displays the Individual Transaction Activity Screen.   
The status of “Disputed” appears beside the transaction and the Dispute 
button is no longer available for this transaction since a dispute has now 
been submitted. 

  

 

 

  

  

Step 7 
Action(s)  

  Click OK.  
EAGLS displays the Main Menu desktop..   
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EAGLS Log Off 

  

Overview Use this procedure to end your current EAGLS session.  

You will be automatically logged off EAGLS if there is no use/entry within 
20 minutes.   

  

  

Step 1 
Action(s) 

On the EAGLS Main Menu:  
 Click on Log Off. 

  

  

Step 2 The Log Off Verification message displays. 
  

  

 

  

  

Step 2 
Action(s) 

 Click on OK. 

  

 Continued on next page 
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EAGLS Log Off, continued 

  

Step 3 The Log Off Confirmation screen displays reminding you to close your 
browser 

  

  

 

  

  

Step 3 
Action(s) 

 Click on the hyperlink.  
 Click OK.  

  

  
Step 4 EAGLS and your Internet Explorer browser are closed.   
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Conclusion  

  
 In this training you learned how to perform a variety of tasks using 

EAGLS.  
If you have questions, please review this training again or see your 
Program Administrator.   
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